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Employee Training Sessions

* Session I: Clocking In & Out
Time Clock
Quick Punch (Computer)
Mobile

Transfers of alternate assignment

* Session ll: Approving Your Timecard
— Time Clock

— Navigator
— Mobile

* Session lll: Time off Requests (TOR)
— Time Clock

— Navigator
— Mobile




Session |I: Overview of Clocking In and Out

£4KRONOS

* Welcome to the Clocking In & Clocking Out training session!
You will learn about the following topics:
— Overview of the Time Clock
— Overview of Quick Punch
— Overview of Mobile




What is the Kronos Time Clock? |
4 KRONOS

* The Time clock is like an
Automated Teller Machine
(ATM). It helps you:

KRONOS |« English | Espafiol | Frangais | =

— Get the information that you ewmmz 11:49 a
need, when you need it. QM Acoruncn D view e

i m elete Punc = iew Schedules
— View and manage your own | Delete Punch [ view scheau

information’ Including: lH Cancel Meal Deduction @aviewTimecard

* Request time off ﬁ&il Review Punches \g}v Approve Timecard

* View and approve timecard
* View accrual balances
* View current and future schedules

Read Messages




How to use the Time Clock?

S4KRONOS

Indicator Lights
Green indicates that the terminal successfully read a badge

Badge Slot

The bar code on your badge.

Red indicates that the terminal did not successfully read a badge

Yellow indicates that the terminal is receiving power

KRONOS |« | English | Espafiol | Francais || =

FriJan-13-2012 ] ] - 49 AN
Soft Keys ff;.j] Add Punch @ View Accruals

Press soft keys to perform - ml Delete Punch

transactions such as labor transfers @
lH Cancel Meal Deduction (T}@ View Timecard .
~ah

i View Schedule:

Navigation Keys mi-l Review Punches \% Approve Timecard
Use these like cursor keys to move QL
within fields and menus on the display




How to swipe a badge? |
4 KRONOS

* Your time clock uses
badges with a bar code:

— Hold the badge so that the
bar code is facing the badge KRONOS
reader

4« | English Espafiol | Francais | =

Frilan-13-2012 1 l :49 AN

- ﬁ_;'lj] Add Punch @ViewAccruals
Swipe the badge through @

ik
@l Delete Punch A[ze= View Schedules

the reade r from to p to LH Cancel Meal Deduction m. View Timecard
@ -~

bottom Dal ren ® |
G!—.l Review Punches \_.v Approve Timecard

If the punch is successful,
the terminal emits a tone
and the indicator light
flashes green

Rejected Punches: swipe
badge too fast, employee is
not in the system yet or
badge error




How Supervisors swipe their badge?

Non-exempt supervisors
that have to clock in and
clock out will have to
utilize the “Manager
Punch” soft key

£4KRONOS

View Schedule

Press the “Manager
Punch” soft key, then

swipe your badge

Read
Messages

TR T T

View
Timecard

Manaqer
Punc

Gils

View Accruals

ty of Hampton

£4KRONOS




Time Clock Usage - Questions?




Employee Quick Punch Training

£4KRONOS

Quick punch allows employees stationed at their
workstation’s computers, to punch in and out for their shifts
from their desktop computer; instead of using a badge at the

time clock.




Quick Punch - Questions?




Employee Training Mobile Usage —
Clocking In/Out

£4KRONOS

Employees who will be assigned access to Mobile usage will be
able to use their mobile device to clock in and out for their

all_Verizon 3G

Notes * .Reminders | Clock 'Game Center

iTunes Settings Junos Pulse KronosMobile




Mobile Usage — Clocking In/Out (continued) €4 KRONOS

When you tap on your KRONQOS app, the login page will display

—type in your User Name, Password and then press Log On.
ul_Verizon 3G [T 9:24 AM Y

KRONOS

User Name

Password

Server Address

hitp.//iseriesdev.kronos.com:88/file62

Log On IE d DemO?




Mobile Usage — Clocking In/Out (continued)

£94KRONOS

After signing in you will be welcomed to your home screen.

Click “Punch” to clock in for your shift.
flL-Ve_ﬁZOI‘lI 3G 9:24 AM -

Sign Out Rita D avis

Punch-In: Accepted

Rita Davis,

. _—
é Requests OK

ﬁ Accruals




Mobile Clock In/Out - Questions?




Transferring to an Alternate Assignment

£4KRONOS

Transferring of an assignment are hours worked to alternate

assignments other than your primary assignments. Transfers
last until you clock out:

Employees will have access to assigning themselves to various
assignments through the time clock, navigator or mobile.

Alternate
Route-




Transferring to Alternate Assignments -
Questions?




Session |lI: Employee - Approving Your Time Card

£94KRONOS

After completing this session, you should be able to:
* Approve your time card through the time clock

* Approve your time card through navigator

* Approve your time card through a mobile device




Approve Timecard at the Time Clock

S4KRONOS

Press the Approve Timecard KRONOS

SOft key {a English Espafiol Francais »

Swipe your badge. I ramtan | [:49 s
Callback Comment Cancel Meal Request Time Off

Press the soft key that _

. . » 2 2
corresponds to the period of time B —E 4 @ = -
you want to approve. i

View Timecard  View Accruals Missing Time = Approve Timecard

E"’ SELECT TIME FERIOD

Presrious Pay Period
Current Pay Period

Mext Pay Period

Today

Yesterday




Approve Timecard at the Time Clock

4) If there is no information to show,  Approve Timecard | Nedd, Tim
{EE LAD22012 - 10852012 | Total: 12:00

a message tells you this. Wl Fﬁ
Otherwise, the timecard appears. 4 6

If you have not yet approved the R
timecard, the Approve option
appears. To approve the
timecard, press Approve.

— The message Timecard successfully
Approve
approved appears. N

G Approve Timecard

Previous Pay Period

Timecard successfully approved.

Name: Nedd, Tim
1/08/2012, 4:49PM




Approve Time Card with the Time Clock -
Questions?




Approve Your Time Card with Navigator

4 KRONOS

After logging in, you will be welcomed with your home page:

* Select the correct pay period by utilizing the drop down box.
KRONOS B g:gﬁguﬁt\mmﬂuo : - o

A Employee Workspace ™

ESS Hourly 'I'lner.an{ [ ESS Accruals m-
3

Current Pay Period Asof | 3/02/2015 |4 @
| Previous Pay Period |
Date Current Pay Period Transfer '“0
Sat 2/21 | Mext Pay Period |
+ Previous Schedule Period I COMP Pay out 0:00

. Current Schedule Period | MISC
Mon 2... B:00AM-4:00 et Schedule Periad S:00AM 4:00PM

Type 1a Current Bal ~ |
Comp 0:00

Sun 2...

- Personal
Tue 2... 3:00AM-%:01 Week to Date S:00AM 4:00PM

wed ... 8:00aM-4:0) Last Wesk §:004M 400PM
- Yesterday I Vacation
Thu 2... 5:00AM-%01 §:004M 400PM
. Today !
Fri 2/27 B:00AM-%01 Yesterday, Today, Tomorrow | 8:00AM 400PM : : : ESS Calendar
Sat 2/28 Yesterday plus 6 days

| Last 30 days

Sick

Sun 3...

Man 3... &:00AM-4:00PM Gu00AM . 00PM
Tue 3... :00AM-4:00FM G:00AM :00PM

Wed ... :00AM-4:00FM G:00AM :00PM
«]

[=] account [ =]
e |

Account Pay Code ESS Timestamp

01/310/CTYHL /000000002 1423/0 Hourly
Transfer

=

Last Timestamp: Monday, March 02,
2015 11:30AM Eastern Time

i:.-i Record Timestamp
\




Approve Your Time Card with Navigator

4 KRONOS

After selecting your pay period, use your mouse to click “more.”:

* Then select “Approve.”
KRONOS B St ™ A0 ®

A Employee Workspace ™
ESS Hourly Timecard - Jﬁh‘ ESS Accruals e

Current Pay Period l Q More - Approve As of 3/02/2015 EH @

Remove Approval I T 1a Current Bal
Date Schedule Pay Code Transfer l"@ Shifi ves |
Comp 0:00
Sat 2/21

COMP Pay out 0:00

Sun 2...
MISC 0:00
Meon 2... S:00AM-3:00PM
Personal 0:00
Tue 2... S:00AM-4:00PM
Sick

wed ... S:00AM-4:00PM
Vacation
Thu 2... S:00AM-4:00PM
Fri 2/27 S:00AM-4:00PM = ESS Calendar

Sat 2428

5un 3.
Man 3... Gi00AM-4:00PM
Tue 3... G:00AM-4:00PM

G:00AM-4:00PM

E] Account E]

Account Pay Code m
01/310/CTYHL /00000,/000/21423/0 Hourly

=)

Last Timestamp: Monday, March 02,
2015 11:30AM Eastern Time

| q Record Timestamp I




Approve Your Time Card with Navigator

S4KRONOS
After clicking on “Approved” an approval notification will generate on your

time card
KRONOS B g[-uabn::,: A CASTILLO
— ign Ou

A Employee Workspace
ESS Hourly Timecard ESS Accruals

) ) .
Timecard Ehpprovedw Asof | 3/02/2015 |G

Current Pay Period

Type
7 Comp

& Approved by POLICEACASTILLO 3/02/2015 11:39AM g
B COMP Pay out

Date Schedule Pay Code Amount In Transfer WI@
MISC
Sat 2/21
Personal
Sun 2.,
Sick
Mon 2... &:00AM-4:00PM S:004M

Wacation
Tue 2... &:00AM-4:00PM S:004M

Wed ... 1 00AM-4: 00PM G:00AM ESS Calendar

Thu 2... &:00AM-4:00PM S:004M
Fri 2/27 &:00AM-4:00PM S:004M
Sat 228
Sun 3...
Mon 3... &:00AM-4:00PM S:004M
Tue 3... &:00AM-4:00PM G:004M

wed ... 2:00AM-$00PM S:00AM
-

E] Account E] [ ——

ESS Timestamp
Account Pay Code

01/310/CTYHL/00000,000,/21423/0 Hourly Transfer

=

Last Timestamp: Monday, March 02,
2015 11:30AM Eastern Time

¢ Record Timestamp
L




Approve Timecards through Navigator -
Questions?




Approving Your Time Card with Mobile

£4KRONOS

After logging in, you will be welcomed with your home page:
* Select the correct pay period by utilizing the drop down box.

eseee \/erizon F 11:43 AM

A ALBA, KAREN

Date Paycode In Out

02/21 7:00AM 7:00PM

02/22 7:00AM 7:00PM

02/23 Kronos Day

02/24 7:30PM  11:00PM

-
-

02/25 7:00AM 7:00PM

02/26 7:00AM 7:00PM

02/27

Cumulative Hours 98:00

Approve Current Pay Period 3%




Approving Timecards through Mobile -
Questions?




Session lll: Employee - Requesting Leave

£4KRONOS

After completing this session, you should be able to:

Submit a request for leave through the Time Clock, Navigator
or a Mobile device

Access and view your leave balances
Access your managers response to your leave request
Cancel or modify an existing leave request




Employee self-service for requesting leave &4 KRONOS

* What is employee self-service for requesting leave?

— The process by which employees access and use Leave Requests to
submit and monitor their leave requests, through the Time Clock,
Navigator or a Mobile device.

Q )




View Accruals at the Time Clock p |
=4 KRONOS

Press the View Accruals soft key. KRONOS' [ ® (_Enolish J{_Espafiol J| Francals J|

SW|pe your badge_ Fri Jan-13-2012 l 149_“

Accruals information appears. If

Transfer with
Callback Comment Cancel Meal Request Time Off

necessary, use the up and down - & E 1]
arrow keys to scroll through the « .

Justify
d ata View Timecard | View Accruals @ Missing Time  Approve Timecard

] e X))
w O 2

Vacation 160:00:00
Sick 80:00:00
Personal 0:00:00




Request Time Off at the Time Clock

S4KRONOS

1) Press the Request Time Off KRONOS  (®)( Evgtin ){ spafiol [ Frangeis )(
SOft key' FriJan-13-2012 ]_ ]_4941

2) Swipe your badge o Tt

Comment Cancel Meal Request Time Off

L & 5| 0@

- »

Justify
View Timecard  View Accruals ~ Missing Time  Approve Timecard

] 27)
m& p v

[ Tirme Balances

Personal
Sick
Vacation




Request Time Off at the Time Clock (continued)

3) Optionally, press the comment code.
Use the arrows on the right to scroll
through comments.

4 Request Time Off | Nedd, Tim
Comanent Code:

Leave Blank 140
Comment Code: Approved

L 150
eav.e Chiid Care
Type: 160

From Dvate: Training

To Date:

Tune Balances




Request Time Off at the Time Clock (continued)

4) Press the Leave Type code. Use the arrows on the right to
scroll through the codes.

“%.. Request Time Off | Nedd, Tim
Leawve Type:

201
Comment Code: Personal

140

202
Leave Sick

Type:

203
From Date: Vacation

204
Jury

To Date:

Tine Balatnces




Request Time Off at the Time Clock (continued)

5) Select the From and To dates.

Request Time Off | Nedd, Tim

Comment Code:

Sun

From Date:

Mon

Tue

Jan 2014

Thu Fri

140

1

3

5 &

Leave Type:
Personal

110

12 13

Frotn Date:

17

19 20

To Date:

24

27

¢ v




Request Time Off at the Time Clock (continued)

6) Enter the Hours using the keypad.
7) When finished, press Enter.

8) Review the information. When finished, press Submit.

®4%.. Request Time Off | Nedd, Tim
Hours/Day. Comment Code: 140 Approved

Leave Type: Leave Type: 201 Personal
Personal
From Date: 1/16/2014

From Date B
ackspace

1/16/2014 To Date: To1/20/2014

To Date: <D Hours /Day 8:00

1/20/2014

Hours/Day:

. 2 Tine Balances




Requesting Time Off at the Time Clock -
Questions?




Viewing your Accruals through Navigator

S4KRONOS

* Prior of submitting your TOR, you will want to check your
accruals and balances through navigator.

KRONOS®

&
Workforce Central version704a

User Name

Password



dmiiil ESS Accruals

Asof | 2/08/2015 [

Current Pay Period

1 rent

Date Amount = = a  Cur Balam
0:00

Sat 1/24

8:00

Sun 125
i 1448:00

Mon 1/26 7:30AM-4:30PM
Tue 1/27 7:30AM-4:30PM
Wed 1/28 7:30AM-4: 30PM
Thu 1/29 7:30AM-4: 30PM
Fri 1/30 7:30AM-4:30PM
Sat 1/31
Sun 2/01

Mon 202 F:30AM-4:30PM

Tue 2/03 7:30AM-4: 30PM

Wed 2/04 7:30AM-4: 30PM

E] Account E]

|
Job

ESS Timestamp

Transfer

Last Timestamp: Friday, February 06,
2015 11:28AM Eastern Time

e:i Record Timestamp

| Totals Accruals )

* View your accruals.

* You can use your mouse to click and drag the Accruals pane to the center of
your Employee Workspace to make it an active display.




Viewing accruals through Navigator

ESS Accruals

Asof | 3042015 &ﬁ | | | |
Accrual Profile: ~ Full Time Nexempt 8

Type 1v  Reporting Period CurrentBalance ~ TakenToDate  Pending Accruals Planned Takings
Vacation 1/01/2015 - 12/31/2015 16:00 0:00 7200

Sick 1/01/2015 - 12/31/2013 16:00 0:00 7200
Personal 1/01/2015 - 12312015 0:00 0:00 2400

COMP Pay out 1/01/2015 - 12/31/2015 0:00 0:00 0:00

/
/
NISC 1J01/2015 - 12/31/2015 1.0 00 10
/
Comp 10112015 - 12/31/2015 1:00 00 10

* Viewing your accruals

*  You can use your mouse to click and drag the calendar pane to the center
space to make it the active display.




Employee Workspace — Time Off Request

£4KRONOS

dmiiil ESS Accruals |

Date

sat 1/24
Sun 125
Mon 126
Tue 1/27
Wed 1/28
Thu 1/29
Fri 1/30
Sat 1/31
Sun 2/01
Mon 202
Tue 203
wed 2/04

| Totals Accruals )

7:30AM-4:30PM
7:30AM-4:30PM
7:30AM-4: 30PM
7:30AM-4: 30PM

7:30AM-4: 30PM

F:30AM-4:30PM
7:30AM-4: 30PM

7:30AM-4: 30PM

Current Pay Period

Amount

E] Account E]

Job

Asof | 2/06/2015 | @]
Type 1a Current Balan:
MISC | 0:00
Personal 8:00
Sick 1448:00
Vacation 288:00

ESS Timestamp

Transfer

Last Timestamp: Friday, February 06,
2015 11:28AM Eastern Time

e:i Record Timestamp

* Viewing your calendar.

* You can use your mouse to click and drag the calendar pane to the center

space to make it the active display.




Access Your Calendar

Current Pay Perind Q@ @ @ @
W remayims o (S Reastmeof

Tue2/03 Wed 2/04 Thu 2/05

6:004M
7:004M
130a-430p 60minL Mon-... [l 730a-430p 60minlL Mon-... [l 730a-430p 60minL Mon-... || 730a-430p 60minL Mon-.. il 730a-430p 60minl Mon-...
8:004M
9:004M
10:004M
11:004M
12:00FM
1:00PM
2:00PM
3:00PM

4:00PM

5:00PM

* After expanding your calendar, click on the Request Time Off button.




Time Off Request - |
£4KRONOS

| Request Time Off E

by Type TR [=]

ﬁ Start date 2/13/2015 | Accruals on 2/06/2015 |4
ﬁ End date 2/13/2015 ] Accrual Balance

I—; Pay code Vacation [ - ] MISC 000 Hour

Personal &:00 Hour

Duration Hours E] Sick 1448:00 Hour

Start ti 7:30AM Vacation 288:00 Hour

Q Length 3:00

g

| submit

Enter the date of your request

Enter the type of leave you are requesting
Enter the start time of your leave

Enter the number of hours you are requesting
Click Submit




Accessing the My Leave Requests

£4KRONOS

Current Pay Period Q @ @ LEJ @

(4] rebnave-i20ss (b)) (=) | Rewestimeof |
Tue 2/10 Wed 2/11 Thu 2/12 Sat 2/14

Details

L
7:004M Retract |

730a-430p 60minlL Mon-... 730a-430p 60minlL Mon-... 720a-430p 60minlL Mon-... 730a-430p 60minlL Mon-.. 730a-430p 60minL Mon-... il
F:00AM
2:004M

10:004M

11:004M
12:00PM
1:00PM
2:00PM
3:00PM
4:00PM

5:00PM

6:00PM

From your calendar you can review the details of your Time off Request
(TOR) or retract it.

— Located on top of the day that you have initially requested, click on Details or Retract.




Details of the Time off Request

£4KRONOS

Time-0Off Request Details

=» Submitted 2/06/2015-4:55:55PM
Modified by BROCKMWELL, ERIC ]

Requested

Type TOR

Pay code Vacation

Start date 2/13/2015 End date 2/13/2015
Duration Hours

Start time 7:30AM Length 8:00 h

Status History

-» 2/06/2015 - 4:55:55PM
BROCKWELL, ERIC ]

Closea

* When you click on the details of your request — this display box will
open.




Retracting the Leave Request

£94KRONOS

Retract Time-Off Request

~» Submitted 2/06/2015-4:55:55PM
Modified by BROCKWELL, ERIC J

Requested

Type TOR

Pay code Vacation

Start date 2/13/2015 End date 2/13/2015
Duration Hours

Start time 7:30AM Length 8:00 h

* If you decided to retract your leave request, this display will generate
and then you will click on submit.




Current Pay Period Qﬁ @ |E| @
(4] February8-14,2015  [»] [SJ) | RequestTmeOff

Tue 2/10 Wed 2/11 Thu 2/12

6:004M
7:004M
730a-430p 60minL Mon-.. 730a-430p 60minL Mon-... 730a-420p 60minL Mon-... 730a-430p 60minl Mon-... Vacation
8:004M
9:00AM
10:00AM
11:00AM
12:00PM
1:00PM
2:00PM
3:00PM

4:00PM

5:00PM

 Your request for leave will generate an alert to your supervisor for approval or
denial.
» Once approved, the requested date(s) will be highlighted in green.




Time Off Request Approved Details

£94KRONOS

Time-0Off Reguest Details

i o Approved 2/10/2015-10:20:01AM

Modified by MCCRICKARD, KERRY P
Requested Approved
Ty pe TOR

Pay code Wacation
Start date 2/13/2015 2132015
Draration Hours

Start thme Fr30AaM B:00 h

Status History
ﬂ o 2/10/2015 - 10:20:01AM
MCCRICKARD, KERRY P

=» 2/06/2015 - 4:55:55PM
BROCEMYELL, ERIC 1

Close

 You will be able to view the details of your approved request by clicking
on the TOR tab highlighted above your requested/approved date.




Requesting Time Off with Navigator -
Questions?




Viewing accruals with Mobile _ |
- E4KRONOS

* In this session, you will be able to view your accruals by
using your mobile device.

* Log in to KRONOS with your mobile device:

Sign Out Rita Davis ;
o (R .

>

‘ Balance as of Thu, 09/27/2012 v

VACATION 208:00h

é Requests
ag Accruals

SICK 180:00h




Time Off Request with Mobile _ |
- E4KRONOS

*  When you log in to your KRONOS mobile application, press “Request.”

* To add a request, press the +icon.




Time Off Request with Mobile (Continued) E4KRONOS

* The Time Off Request page will appear: Input the “Start date,” “Start
time” & “Duration.”

sk New Request o

Time Off - Hours

ﬂ Start Date Fri, 09/28/2012 v |

N\

| Paycode Select a value v |

aStart Time 8:00AM v |
ﬁ Duration 8:00h v

’ Notes




Time Off Request with Mobile (Continued) &4 KRONOS

* To enter a note for your manager to view, tap “Notes.”
* After entering your note, tap “Done.”

Time Off - Hours

Start Date Fri, 09/28/2012

Vacation rrquest

Paycode Select a value | request x

Start Time

' Duration

i | Notes

QW E|R|T|Y|u]1]O|P
Als|olFlGlH|y]K]L
llz|x|c|v]e|n]mi
2123 Done+f




Time Off Request with Mobile (Continued) E4KRONOS

*  You will be directed back to the Time off request page and you will now
have to select the appropriate pay code and then tap “done.”

New Request o

Time Off - Hours

‘ Start Date Fri, 09/28/2012 v |

\

a | Paycode Select a value W I

 Start Time 8:00AM v |
| AM v |

I R

SICK TIME

VACATION TWO




Time Off Request with Mobile (Continued) E4KRONOS

*  Now, tap submit.

*  Your immediate supervisor will receive an alert, letting them know that
you have submitted a TOR.

R New Request e

Time Off - Hours

Start Date Fri, 09/28/2012 w

[-_Paycode VACATION v |

 Start Time 8:00AM v |

Duration 8:00h v |

f Notes

Vacation request




Requesting Time Off with Mobile - Questions?




£4KRONOS

Conclusion of Employee Training — KRONOS
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